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IC RECORD CLEAN UP PROTOCOLS 
 

In order to validate data for the purposes of public reporting, several processes are necessary to ensure that data 

located within the Kentucky Student Information System (KSIS), also known as Infinite Campus (IC), is correct 

at the end of the year.  
 

 In order to ensure that all data is correct, it is necessary for EACH district to complete each of the 
processes located within this document.

 Step-by-step directions, along with screenshots, are provided to ensure uniformity of completion across 
the state.

 Additionally, state level checks will be performed to ensure that processes are completed in a timely 
fashion and accurately.

 

In order to complete the processes, it may be necessary to work alongside the district level KSIS coordinator to 
ensure that all rights are available to the GT coordinator. Many districts are cautious in giving rights to 

multiple sections of IC for a number of reasons. If some IC rights are not available to the GT coordinator, it 
will be necessary to work with the KSIS coordinator to complete the processes below. 

 

IC rights required for data clean up: 

 

 GT Data Entry Tab: Read and Write rights

 Enrollment Tab: Read Only rights required

 State Published ad-hoc filters: Ability to generate reports
 

Once all rights are secured, or a process has been determined to work with the KSIS coordinator, record 
clean up may begin. 

 

Step 1: Log in to IC. Proceed to the Ad Hoc Reporting Section of IC. Click Data Export.  

 

Step 2: Locate the State Published filters section of ad-hoc reporting. 
 
 
 
 

 

The following Ad-hoc filters should appear in the State Published Section:  

 Student G&T Invalid General Intellectual Ability

 Student G&T Invalid gifted category

 Student G&T Invalid Primary Talent Pool

 Student G&T Invalid Specific Academic Aptitude
 

 

NOTE: If filters are missing, please check with your district KSIS contact to ensure that all needed rights are in 
place. 

http://education.ky.gov/districts/tech/sis/Pages/KSIS-District-Contacts.aspx
http://education.ky.gov/districts/tech/sis/Pages/KSIS-District-Contacts.aspx
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RECORD CLEAN UP FOR GENERAL INTELLECTUAL ABILITY RECORDS 
 

Select the Student G&T Invalid General Intellectual Ability filter. Ensure that all settings are clicked as 

indicated by the red arrows below. Once all settings are selected, click Export. (NOTE: Select the current 

school year.) 
 
 
 

xxxx 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

After clicking export, a spreadsheet will generate with any students for the district that have an invalid 
General Intellectual Ability (GIA) entry. Students marked as GIA must have one of the following criteria 
indicated by the red arrows below in order to be a valid entry: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 For each student listed on the spreadsheet, search for the student in the district’s IC site.

 Once the student is found, proceed to his/her GIA GT record.

 Review the student’s GT folder to determine the correct area to be marked.
 If the correct identification evidence is in the folder, select one of the evidences indicated by a red arrow 

above and click SAVE.
 NOTE: If evidences are not available to make a determination regarding the student’s current placement, 

please select “OTHER, SPECIFY” and Type: “Identification Evidences Not Located”.
 Once this statement is added, click SAVE.
 Proceed through the student records for the district completing this process for each student record.
 Once each record is completed, generate the report again to ensure that all changes saved to the records.
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RECORD CLEAN UP FOR SPECIFIC ACADEMIC APTITUDE RECORDS 
 

Select the Student G&T Invalid Specific Academic Aptitude. Select the current school year. Ensure that all 
settings are checked as indicated by the red arrows below, then click Export. 
 

 
15-16 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

After clicking export, a spreadsheet will generate with any students for the district that have an invalid Specific 
Academic Aptitude entry. Students marked as Specific Academic Aptitude must have one of the following 
criteria indicated by the red arrows below in order to be a valid entry. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 For each student listed on the spreadsheet, search for the student in the district’s IC site.
 Once the student is found, proceed to his/her invalid Specific Academic Aptitude GT record. GT area 

codes are listed for Specific Academic Aptitude Areas are:
o 04- Language Arts 
o 05- Math 
o 06- Science 

o 07- Social Studies 
 Review the student’s GT folder to determine the correct area that must be marked.
 If the correct identification evidence is in the folder, select one of the evidences indicated by a red arrow 

above and click SAVE.
 NOTE: If evidences are not available to make a determination regarding the student’s current placement, 

please select “OTHER, SPECIFY” and Type: “Identification Evidences Not Located”.
 Once this statement has been added, click SAVE.

 Proceed through the student records for the district completing this process for each student record.
 Once each record has been completed, generate the report again to ensure that all changes saved to the 

records.
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RECORD CLEAN UP FOR INVALID GT CATEGORY 
 

Select the Student G&T Invalid gifted category filter. Select the current year. Ensure that all settings are 
completed as indicated by the red arrows below, then click Export. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

After clicking export, a spreadsheet will generate with any students for the district that have an invalid gifted 
category.  

 In order to have a formally identified GT category, a student MUST be in grades 4-12 and have 
appropriate evidences marked for identification.

 Students generated on this report are currently in grades K-3, however have been given a formally 
identified GT Identification.

 In order to correct these records, the student’s invalid record should be changed to a Primary Talent Pool 
record.

o Create a corrected Primary Talent Pool Record. 
O The invalid GT Record must be end dated the current date. This record is out of compliance with 

the state regulation. 
 

Once GIA and SAA data have been corrected for these GT areas, complete the GT Validation form for 
Assessment Data through Google docs: https://goo.gl/forms/izNL2Ng02XUlUklx2. This needs to be 
completed by June 1st. 

 
Upon receipt of the state validation form and further correction of records, the district will then sign off on 
the assessment roster for students identified in GT areas. No new students will be able to be added to 

Kentucky Student Information Systems from the time the data is verified until after July 1
st

 to ensure that all 
data is correct for reporting. 

 

 

 

https://goo.gl/forms/izNL2Ng02XUlUklx2
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The chart below identifies reporting areas for student performance. 
 

GT Identification Area State Assessment Results to be reported 

Specific Academic Aptitude- Language Arts Reading and Language Arts 

Specific Academic Aptitude- Math Math 

Specific Academic Aptitude- Science Science 

Specific Academic Aptitude- Social Studies Social Studies 
 

End Dating Primary Talent Pool Records: 
 

Generate a district list of ALL students currently identified as primary talent pool. (Gifted Area #12 in IC.) 
Please end date each primary talent pool record for the anticipated exit date from grade 3. (Example, Susie is 

currently in Kindergarten. She is identified as Primary Talent Pool. Susie’s record may be proactively end 
dated for her exit of Grade 3 06-30-2019.) 

  
* To further expedite this process, when records are entered for students that qualify for Primary Talent Pool, an 

end date in the future will be added to indicate the date that the child will exit grade 3. The date to be added will 
be 06/30/XXXX with XXXX being the year the child exits grade 3. 
 
Generate the G&T Invalid Primary Talent Pool Adhoc report. This report will list all students who are too old to 
be in PTP (5th -12th grades). Using the SSID listed on the report, find the student’s GT record in IC and end date 
the student’s PTP records using the estimated date the student exited 3rd grade. When all students on the list have 
been corrected, generate the list again to ensure there are no more records to be corrected. 

 

TROUBLESHOOTING PRIMARY TALENT POOL RECORDS: 
 

In isolated cases, some records may not contain evidences for identification or service options. These records 

were migrated over from prior student information systems that did not require such information. In the 
event that a record is discovered meeting this specific situation, follow the steps below. (Records meeting 

these criteria likely will only be records of students currently in high school.) 

 

For records without evidences of service marked, attempt to locate the services that were provided and mark 

appropriately. If unable to locate mark “Resource Services, Appropriate Instructional Setting” and “Enrichment 
Services”. Also add the following note in the “OTHER” box under the evidences: Service delivery 

information not located at time of record correction. CLICK SAVE. 
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If evidences are unable to be located when correcting the record, please mark: “Continuous Progress Data”, 
“Primary Review Committee”, and “OTHER”, adding the note: Unable to locate evidences to support 
identification at the time of record correction. CLICK SAVE. 
 

Validating State and Local Data: 
 
In order to ensure all GT data is correct for the program data in the School Report Card, districts must review 
and then validate their information is correct. In order to correct and update the following process must occur: 
 

 Comparison between State and Local data sets 

 If there are missing student records on the Local data set, student records must be located and then 
added or corrected, the GT Coordinator will complete the State Validation of Gifted and Talented 
Records form and upload it to the Secure File Server using the Web Applications Login site. 

 
Steps for Validation: 
 
Step 1: Log in to Infinite Campus (IC). 
Step 2: Scroll down towards the bottom of the Index and click DATA INTEGRITY TOOLS. 
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Step 3: Select Data Validation    
Step 4: Select Reports    
 
 
 
 
 

 
 
 
 
 
 
 
Step 5: Select Definition Group Extract     

 
 
You will complete two extracts using this tool: 
 

 A State Dataset 
 A Local Dataset from your district 
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Generating the State Dataset 
 

Please note - the State Dataset validation report will NOT be generated immediately: 

 When generating the report, District Edition sends a request to State Edition for a state report of the data 

in your district.   

 The report is sent back to the district in the State Report Output area once compiled; please remember to 

check the status periodically. 

 
 

Generating the State Dataset 
 
Select these from the dropdown boxes:   

 Gifted and Talented Group 

 Report Format CSV 

 State Dataset 

 After making selections, click Generate Report. 
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Generating the State Dataset 

 
 Please note - the State Dataset validation report will NOT be generated immediately: 

● When generating the report, District Edition sends a request to State Edition for a state report of 

the data in your district.   

● The report is sent back to the district in the State Report Output area once compiled; please 

remember to check the status periodically. 

 

 
 

Retrieving the State Dataset 

 
 Once completed, select Get the report under the Download column:  

 

 
 Once you have generated the state dataset, you should save it as a Microsoft Excel file named 

State_GT_xx_xx (current school year). 

 This will give you a list of ALL students in the district currently identified for gifted and talented 

services in State Edition of IC. 

 
Gifted and Talented Students with 
categories             

School Name SSID Grade 
First 
Name Last Name Category 

Enrollment 
End Date 
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Generating the Local Dataset 
 
Select these from the dropdown boxes 

 Gifted and Talented Group 

 Report Format CSV 

 Local Dataset 

 After making selections, click Generate Report. 

 
 
 
 
 
 
 
 
 
 
Generating the Local Dataset 
 

 Once you have generated the local dataset, you should save it as a Microsoft Excel file and title it 

District_GT_xx_xx (current school year). 

 This will give you a list of ALL students in the district currently identified for gifted and talented 

services.  

 
 
 
 
 
 
 
 

Gifted and Talented 
Students with categories             

School Name SSID Grade 
First 
Name 

Last 
Name Category 

Enrollment 
End Date 
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Comparing the State and Local  
(district) Datasets 
 

 Once both data sets are generated, you will examine the data sets to ensure a direct match.   

 Guiding Questions 

● Do you have the same number of records on each spreadsheet? 

 If not, what is different?  You will want to make a list of ALL 

discrepancies. 

● If records appear on district, but not state, run a manual sync at the 

district level (Talk to your KSIS Person) 

● Check to ensure that all records for each student are present. If 

discrepancies are present, document those.  If possible, attempt to 

transfer in the record that is missing from a prior district. 

 Example- (Students with multiple records will appear once for 

each record.) 

 
Comparing the State and Local Datasets 
 

 Once you have completed the validation process and corrected any errors:   

● If lists match, please complete the State Validation Form for GT Data and submit to KDE 

through Secure File Server using Web Applications Login by June 1st. 

● If the lists are different, first utilize the troubleshooting steps below. If the steps below do not 

correct the problem, contact Kathie Anderson at kathie.Anderson@education.ky.gov  to 

determine next steps for troubleshooting. 

 

Troubleshooting Missing Student Records 
 

Option 1- If the student appears on state but not district list and has an end date, verify that the student has 

moved and make a note of the discrepancy on the bottom of the State Validation of GT Records Verification 

form. (You will still count the child on the state list, you may simply note the difference in numbers by adding 

an * next to the number and a note at the bottom.) Note example: SSID 234567 appears on state list but not 

district list. This student moved out of the district on November 22nd. 

  

Option 2- Student appears on state list but not district list and DOES NOT have an end date. This student may 

be on the missing records report. Look at the child’s record in IC. If he/she does not have a GT record for the 

district, attempt to import his/her record using the Student Records Transfer Standard from the prior district. If 

you are not successful in importing the record, look at the student’s identification start date and compare it with 

the student’s enrollment tab to determine the district where the record might be located. Contact the GT 

Coordinator in that district to verify they have the student’s record. Request that the GT Coordinator either mail 

or email the IC record. If student information is emailed, for example through a screen shot, do not include 

personal identifiable information (PII) in the email. If after contacting the district and you still need assistance, 

contact me and I will send you steps to input the student’s information into your local IC database. Also, request 

they mail the student’s documentation and other GT information. 

 

State District 

Susie- 2 Susie- 2 

Susie- 4 Susie- 4 

Susie- 6 Susie- 6 

Susie- 8 Susie- 8 

mailto:kathie.Anderson@education.ky.gov
http://education.ky.gov/districts/tech/sis/Documents/Data_Standard_Student_Records_Transfer.pdf
http://openhouse.education.ky.gov/Directory
http://openhouse.education.ky.gov/Directory
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As stated earlier, some districts are reticent to give Enrollment Tab rights to all staff. You may need to work 

with your KSIS point of contact to determine where a student might have been identified in order to find the 

initial identification record. 

 

Uploading documents to Secure File Server using Web Applications Login 

 
 Go to Web Application Login page 

 

 
 
Logging in/Troubleshooting Web Application Login 
 

 Type in your username and login  

 

 

 

 

 

 

 

 If you do not have a username and 

login, you will need to register. 

 

 If you are locked out, follow the 

directions on the web page. 

 

 

 

https://applications.education.ky.gov/login/
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To upload a document, click Secure File and Transfer (G&T Coordinator upload). There must be only one GT 

Coordinator for the district and only this person should upload documents to the state. 

 

 
 
 

On the next webpage, click Browse and upload your document. NOTE: When saving documents, save the 

document with the district’s full name in it to make it easier to recognize. Several district have similar names. 
 

 
 

This site only allows one upload at a time. After each upload, an email with your documents name and time 

stamp will be sent to me and to the state GT Consultant. 
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Directions for Gifted and Talented Summative Evaluation Completion 
 

Open the summative evaluation in Microsoft Excel. If prompted, enable macros. Save the document as 
DistrictName_XXXX_GT_Summative. (*Note- many districts have very similar names, please name your 
district the full name (example: Russell_County_XXXX_GT_Summative; 
Russell_Ind_2016_GT_Summative; Russelville_Ind_XXXX_GT_Summative) 
 

 

Start on this tab of the document. 
 
District Data: Complete all items at the top of the document. 
 
Total # of GT certified teachers in district= teachers that are GT certified and working with GT students. 
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Section 1: Utilize the previous school year’s School Report Card on KDE website to fill in the total number 
of students per group. Percentages will calculate automatically. Use your current school year’s GT data to 
complete “GT Numbers”. 
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Section 2: 
 

Scoring Information: Districts will score themselves by providing a score and justification for each question in 

this section. Please review the scoring criteria for each question as identified below. Scoring varies among 

the sections requiring attention to the scoring protocol for each section. In this section, indicators 2.A-2.D.5 

and 2.E require a score. Districts are awarded 3, 2, 1, or 0 points. Provide details that will support the rating 

for each question within this section. Section 2 deals with the identification policies and procedures for the 

district. The copy and paste of district policy is not necessary. Please simply provide evidence that will justify 

the score assigned for each indicator within the section. 
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In this portion of Section 2, utilize the current year’s GT data to report the number of identifications for each 
area. Simply enter the total number of students for each area of identification. The percent will calculate 
automatically. 
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Section 3: 
 

In this section of the summative evaluation, the scoring is 3 for a Yes answer, or a 0 for a no answer. The 
scores for this section may only be 3 or 0. Answer each question by scoring the “district score” box for each 
indicator. Additionally, supply the justification for the score in the box below the indicator. 
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Section 4- for this portion of the evaluation, the scores are Yes- 4, No-0. Please note that scores for this 
section may only be 4 or 0. Please provide needed justification below each indicator. 
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Section 5: 
 

The scoring for this section is based on a rubric scale. Seen below. Be mindful that the scoring for the district 
score boxes may only be 6, 3, 1, or 0. Score each indicator identified providing evidence in the description box 
below the indicator. 
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Section 6: 
 

The scoring for this section is yes-3, no- 0. Review each indicator and assign an appropriate score. 6.A and 6.B 

are the only 2 question score in the Budget section. The section to calculate the allocation and district 

supplementation will allow districts the ability to document the budgetary needs of gifted and talented. This 

component is a tool to facilitate budget conversations at the district level related to gifted and talented 

funding.  
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Section 7 Personnel- 
 

Scoring for this section is Yes-3, No-0. Review each indicator and answer each question by placing the score 
within the district score box. Provide details relative to each indicator and supporting each score. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Section 8- Grievance 
 

Scoring for this section- Yes-2, No-0. For each indicator, assign a score in the district score box. Provide 

evidence to meet the assigned score. Please post a link to your district grievance in the box for indicator 8.B. 

If the district utilizes the KSBA grievance policy for gifted and talented, please note that in 8.A. A district 

should not utilize the KSBA policy for gifted and talented and adopt an additional grievance policy through 

GT policy and procedures. 
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Upon completion and review of sections 1-8 of the district scoring and response information. Select the tab 
identified below. This page will show the scores for each section from the district scoring section on a single 
document. 
Total Score for GT Summative Page: This page collects and summarizes the total score for each section. District 
personnel should review each score to ensure that the score matches the score on the GT Summative 
Evaluation page. If errors are identified, please correct the document. The district score will be calculated for 
the assignment of a program rating. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Summative evaluations should be submitted through the secure file pathway to Kentucky Department of 
Education. All Summative Evaluations are due no later than May 1st of the current school year. If questions 
occur, please contact kathie.anderson@education.ky.gov. 
 

 

mailto:leann.pickerill@education.ky.gov
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Reports to be submitted for End of Year Reporting 

 
Three reports will be submitted to the State. One is a Google form and the other two will be uploaded using the 

Web Applications Login. 

 

The three reports are: 

 KPREP Validation Google Form – link = https://goo.gl/forms/izNL2Ng02XUlUklx2 

 Validation of all GT Records for School Report Card 

 Summative Evaluation 

 

Upload the Summative Evaluation and Validation of all GT Records using the Web Applications Login.. 

 

Responses to KPREP Validation Form will be recorded on a spreadsheet within state consultant Google drive. 

 

Sample Reports are attached on the last few pages of this document. 

 

All forms must be completed by June 1st in order to give the State GT consultant time to review before the end 

of the school year in case there are questions before many staff are unavailable due to summer vacation. 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

https://goo.gl/forms/izNL2Ng02XUlUklx2
https://applications.education.ky.gov/login/
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Kentucky Department of Education  
State Validation of Gifted and Talented Records 

 
District Name: ______________________________________________________ 
Superintendent Name: ________________________________________________ 
GT Coordinator: _____________________________________________________ 
GT Coordinator’s email address: ________________________________________ 
KSIS Coordinator Name: _______________________________________________ 
KSIS Coordinator email address: ________________________________________ 
This document certifies that the district has completed the protocol for gifted and talented record check. On the date of signature 
below, the district gifted and talented report matches exactly the state gifted and talented report. Below I have completed the 
chart with an aggregate count of students from the district and state reports. I understand that this data and the numbers 
presented will be used for public data reporting of gifted and talented numbers and academic performance in the School Report 
Card. 

 # of individual students listed 
on the STATE report 

# of individual students listed 
on the DISTRICT report 

(01) Creative or Divergent 
Thinking 

  

(02) General Intellectual Ability   

(03) Leadership   

(04) SAA- Language Arts   

(05) SAA- Math   

(06) SAA- Science   

(07) SAA Social Studies   

(08) VPA- Art   

(09) VPA- Dance   

(10) VPA- Drama   

(11) VPA- Music   

(12) Primary Talent Pool    

Total Number of Identified 
STUDENTS (Count each student 
only once) 

  

 
District Gifted and Talented Coordinator’s Signature__________________________________________ 
Date________________________________ 
 

Due Date: May 1st- This document must be scanned and will be uploaded through the Web Applications Login.

https://applications.education.ky.gov/login/

